Cover Memo for User’s Help Guide

This year's Annua Report Application incorporates changes from last year's Application.
Among these are deadline changes outlined in the October 23, 2003, EBBS notice and
repeated below.

Emphasis coding of appropriations for FY 2002 and FY 2003 are due on
December 19, 2003.

Emphasis coding of the FY 2004 Operating Y ear Budget (OYB) areduein
Washington 30 days after the submission of the 653(a) Report to the Hill.
Emphasis code requests for FY 2005 are due 30 days after the submisson of the
CBJ.

FY 2006 budget requests are due on or about February 2004 in conjunction with
the State Department’'sMPPs. A firm date will be announced at alater date,
when determined by the State Department.

In addition, we provide clarification and changes to be considered as corrections to the
Guidance. The page numbers of the Guidance to which these changes refer are
referenced in parenthesis below. These points have been included and e aborated upon in
the User's Help Guide.

When drafting narrativesin Word, please use Arid 10 font and make them 10
percent shorter than two full pages to account for formatting space. (from
Supplementd Reference G, Editing Ingtructions on p. 17)

SO leved narratives and Performance Measures sections now require that Missons
link each SO to the performance godsin the joint State- USAID Strategic Plan for
Fiscal Y ears 2004-2009. (from p. 6 and p. 29). Thejoint performance gods are
included in the Application help menu.

Although the Application alows Missions to input OE and Workforce datafor FY
2006 and 2007, please submit this information in conjunction with the State

Department’s MPPs.

When entering SO information on the CBJ program data sheets, you no longer
have to enter a"gatus’ for the SO. The year of initid obligation and estimated
completion date will suffice for thisinformation. (from p. 4, section 1)

The definition of "loaded cogt™ has been modified. (from p. 31)

For further questions about the Application or User's Help Guide, please contact Parrie
Henderson-O'Keefe at 202-712-5672 or Laura Wilson at 202-712-1346.
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Getting Help
Help with each budget table:

Sdlect “Help” on the toolbar at the very top of each screen to access a menu of help itemsfor
each budget and narrative section of the Application.

Via Email and Teephone

Technical questions about the Annua Report Application should be addressed to
ARAPP@dec.cdie.org. Or you can call 301- 562-0641, 8:30 AM to 4:00 PM EST.
Questions about how to report data should be sent to Parrie Henderson-O’ Keefe, PPC/PC, at
phender son@usaid.gov

Viathelnternet

CDIE as0 providestechnica support online a http://cdie.usaid.gov/ar. Check the “ Frequently
Asked Questions’ section of this page regularly for updated help.

Help materialsthat come with the Application, accessible through the help menu:

The FY 2004 Annual Report Guidance, PPC' s officia instruction for how to prepare thisyear’s
Annua Report.

A mock CBJ submission for thefictitious country of Freedoni.

A mock performance narrative report for the fictitious country of Freedoni.



I ntroduction and overview

The Annua Report Application will be used once again this year to collect program and resource
information for avariety of purposesincluding the USAID Budget Judtification to Congress.

The Annua Report submission includes both the narrative portions of the Annua Report as well
as the budget portion of the Annua Report. Use of this Application is mandatory.

Your work in the FY 2004 Annual Report Application will consst of entering budget data, CBJ
data and Performance Narrative data into smple-to-use forms that can then be printed as Word
or Excd reports. The budget tables have the look and fed of last year’ s budget tables, with some
minor changes. The performance narrative section is dso very smilar to last year’ s Application.
Upon completion, the Application automates the process of transmitting this datato
AlD/Washington.

The steps one would typically take to prepare the Annual Report submission via the
Application are asfollows:

Launching the Application

Entering the budget data into the budget tables

Adding new SOs if needed

Entering the CBJ and performance narrative text into the narrative section
Proofing and Review

Viewing/Printing

Transmisson

N o o s~ w DN P

What’s new

Budget: In the budget section, the table previoudy named “ Budget Request by
Program/Country” has been re-named to “ SO Appropriations’ to emphasize the
requirement for gppropriation budget data in this table, not obligation data. Added to this
table this year are primary and secondary “Emphasis Codes.” Also added to thistableisa
sub-table for those operating units receiving supplementa gppropriations.

Workforce: Last year's Program Personnel/Support Expenses table is being combined
with the workforce attribution to Strategic Objective table to reduce workload and
increase the link between workforce and costs. The new tableis called “Workforce
Panning.”

Performance Narrative: The“Indicators Table” is now required rather than optiond as
last year. Indicator basdline, target and actud data are collected in thistable. Thistable



aso includes a new gpproach to operating unit salf- assessment, using ascale to weigh the
relative importance of the indicator toward measuring the progress of the SO.

Link to State/lUSAID Performance Goals. Thisyear each Strategic Objective must be
linked to one Department of State/USAID performance god rather than last year's
USAID Agency objectives.

Perfor mance M easur es: Thistable includes some new indicators and has been adjusted
to reflect the new joint Department of State/AID performance goas. Selected indicator
datais being collected smilarly to last year, but arranged under the new performance
gods.

Key features:

Datais entered only once into the Application.

Portions of the budget data will appear in the appropriate sections of the CBJ program data
sheets.

The Application will be pre-populated with FY 2001 - FY 2005 budget data for al Strategic
Objectives appearing in the FY 2003 Congressiond Budget Judtification.

Upon completion, the data is automatically transmitted to AlD/Washington viaemall.

Installation
System Requirements
To run the Application, you'll need the following:

Pentium grade PC or better with Windows XP or Windows 2000 Operating System.

15 MB free disk space on aloca drive, for either the network version or the stand-aone version.
128 MB of RAM (minimum)

MS Office XP or MS Office 2000

Email connectivity (for automated transmission fegture)

A LAN connection (optional, for use with multiple users)

I nstallation instructions

Ingtdlation ingructions are being provided to each Operating Unit’s system adminidrator. If you
have any questions regarding the ingdlation on a stand-aone workstation or in aclient-server
configuration on aLAN please see your system adminigtrator.

Ingtdling Microsoft MDAC files:

The AR Application requires version 2.6 or later of the Microsoft Data Access Components to
run. Most Office XP or Office 2000 versons of Microsoft Office will have thesefiles dready. If
these files are not present, you'll get an Application error when you attempt to launch the
Application.



Using the Application
A note about sour ces and accuracy

The SO numbers and names that come with your Application are the same SO numbers and
names that were submitted for last year's CBJ. Strategic Objective numbers and names reflect
what wasin last year's CBJ submission, unless updated by an AID/W regiona bureau. Every
effort has been made to ensure that what you get in the FY 2004 Application is accurate.
However, you do not need to use dl SOsthat are listed in the SO ligt. If a SO nameisincorrect
you can edit that name from the “Tools” menu sdection labeled “ Change Strategic Objective
Name” ONLY. If aparticuar Strategic Objective is no longer being used, do not select that SO
in the US Financing Table, the SO Appropriations Table or the SO-level narrative table. That
way, an incorrect or inactive SO will not appear on any budget request or performance narrative
section of your Annua Report.

To ADD an SO that has existing obligations and expenditures, add it from the US FINANCING
Table. For anew SO without FY 2002 or FY 2003 obligations or expenditures, ADD it from the
SO Appropriations Table.

We recommend that you carefully review the dataincluded in your Application to ensure that al
objectives are present and accounted for. Y ou can add new SOs from the US Financing Table or
the SO Appropriations Table, as described above, when necessary.



Step One: Launching the Application

Double click on the Application icon the ingtaler placed on your desktop. This should be cdled
the “FY 2004 Annua Report.” The Application will open with alist of nine budget tables,
darting with US Financing. Y ou will aso see two “tabs’ at the top of thelist of tables, one
labeled “Budget” and the other labeled “Narratives.” Clicking on the “Narrative’ tab will open a
screen displaying two tabs, “CBJ’ and “Performance Narrative,” for the performance narrative
section of the Annual Report.

Menus

There arefive sdlections in the toolbar appearing at the very top of the Application. They are:
“Fle” “Reports” “Tools” “Emall” and “Help.” “Email” should only be used when dl budget,
CBJ and Performance Narrative data is completed and ready to be returned to AID/W. “Help”
has been included to assst you in using the Application.

File

The file menu contains only the Exit command to quit the Application. NOTE: EXIT only closes
the Annual Report Application, not any MS Word or Excd sessions you might dso have running
concurrently.

Reports

The Reports menu alows you to generate and save avariety of standard reports, user reports and
custom reports. See Section 10 under Step Two for a more detailed explanation of the report
generator function.

Tools

The Tools menu dlows you to Change a Strategic Objective Name from anywhere within the
Application. If you arein aparticular table, such as SO Appropriations, and notice that the
name for a particular Strategic Objective isincorrect, go to the tool bar at the very top of the
Application and sdlect “Tools,” then sdlect “ Change Strategic Objective Name.” A ligt of
existing SO numbers and names appears. Highlight the SO name you wish to change. Go to the
bottom of the screen and revise/edit/change the SO name appearing in the “New Name” box. Be
sure to sdlect the “Change Name” button when you have completed the new name change in
order to save the name change.

Please Note: If you are in a specific table, such as* SO Appropriations’ or “SO Leve
Performance Narrative’ when you change a SO name, you may have to close out of that table
and re-enter it in order for the name change to take effect.

Help

The help menu digplays many sub-menus for help on each section of the Application. In addition
it provides the user with the FY 2004 Annua Report Guidancein its entirety, alist of the Dept.
of State/USAID Performance Goals used within the Application, the Emphasis Area Codes,
Definitions and Contacts, the Freedoni models for both the CBJ and Performance Narrative and
Email hdp. It dso givesinformation regarding the current verson of the Annua Report



Application you are running (“About”). If any problems are encountered with running the
Application, your systlem adminigtrator may need to send thisinformation to AID/W. Release
Noteswill also appear under this menu if it is necessary to send additiond releases or versons of
the Application to the field to fix “bugs.” The Release Notes will explain what “problems’ the
latest release of the Application will correct.

Multiple Users

The Application supports multiple users entering information Smultaneoudy aslong asthey are
not attempting to enter information in the exact same table as another user a the exact same
time. However, you will not be able to see changes made by another user working
smultaneoudy on the Application until you exit and return to the Application. To prevent
multiple submissons and inaccuracy in data, Missons should ensure thet the information in the
Application is carefully reviewed before find submisson to Washington.
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Step Two: Entering budget data
Working with budget tables

In generd, within any of the tables, once you have entered anumber inacell in atable, you can
use the Tab key, the mouse, or the Arrow keys to move from that cdl in order for the
Application to save that number and to calculate or recaculate tota figures. Pressing the Enter
key at any point causes the changes typed to take affect and dl cdlsin the table will be

reca culated.

1. USFinancing
General Instructions

The US Financing table is modeled after the table that was used in last year' s Annua Report
Budget Application. Obligations and expenditures through September 30, 2002, are popul ated
from last year’s CBJ, but you can change them as necessary.

Move from cdll to cell using the mouse or the tab or arrow keys. Switch between SOs using the
drop down box at the top of the form. Any changes you have made will be saved automaticaly.
Operating units are requested to fill out the top portions (reflecting actuad obligations and
expenditures) before completing any other table, as information here will feed into the SO
Appropriations Table.

Please remember, the U.S. Financing table isfor entering obligation and expenditure data (not
appropriations data).

Calculations

The information that appears in the US Financing table is related to that in the SO
Appropriations table and vice versa. These relationships are noted in the form. For example, the
unliquidated values as of September 30, 2003, for a particular SO and Appropriation will appear
in the program table as the sarting pipeline for 2004. Similarly, “Planned Fisca Y ear 2004
NOA” obligations will appear within the US financing table once they have been entered in the
program table. Pressing the Enter key at any point causes the changes typed to take affect and al
celsin the table will be recdculated.

Viewing and printing the tables

To ether view or print the US Financing report, click on the “Excd” button. The Application

will open Microsoft Excel and generate an Excel spreadsheet version of the report. The excel
gpreadsheet contains formulas used to cd culate the amounts found in this report. Y ou can print a
copy of thisreport usng the print function within Excel. Please note that it will not be possible
to make changes to the printed version of the report. If changes are necessary, close the report;
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make the changes on the form, then click on the “Excd” button once again to generate a new
report.

To create a Soreadshect that contains the US Financing tables for al SOs, pressthe “Exce All
SOs button.” Each SO will appear as a separate spreadsheet page.

Adding Strategic Objectives

To theright of the SO number and title drop-down menu you will find a button labeled “Add

SO.” Usethis button to add a new Strategic Objective to the master list of strategic objectives for
your operating unit. A ligt of existing SOs will appear which you should review to be sure that

the SO you wish to add does not appear on this list before entering anew SO. Below thelistisa
box for anew SO number, preceded by the firgt three numbers that represent your operating unit
in the Phoenix accounting system. Following this box isabox to add the new SO name. When
finished adding a new number and name, be sure to click on the button labeled, “Add SO.” Once
added, the new Strategic Objective will appear on every drop-down menu of your operating
unit’'s SOs in both the budget and narrative sections of the Application.

2. SO Appropriations

(Note: Since the Guidance was initially sent out, PPC and the bureaus have changed the
deadlinesfor the various budget and coding submissions. Specifically, therewill beat least two
submissions fromthe Missions. The first, due on December 19, will include the appropriation
levels for 2003, 2004 and 2005, together with emphasis coding for 2002 and 2003. A later
submission will include levels for 2006, as well as emphasis coding for 2004 and 2005. The
deadline for this submission will be governed by a synchronized planning schedule with the

Department of State.)

This section bresks out each SO by the Agency’s godl/strategy aress. For the December 19"
deadline, these tables must be filled out for each FY 2003 to 2005 (FY 2001 — FY 2005 data will
be pre-populated for you in the Application). All tables should reflect actua gppropriated levels,
or request levels, as appropriate. Do not include obligations data here. For the out-years, please
use the FY 2005 control request tables for your main data-entry, not the “dternate’ tables.

The SO Appropriations table will dso be used to collect primary and secondary emphasis coding
for 2002 and 2003. In these years, the sub-tables for each pillar will have an associated Emphasis
Coding screen. Primary and secondary emphasis coding for FY 2004 and 2005 will be required
later. No coding isrequired for FY 2006.

Select thefiscal year and scenario

Two drop down boxes at the top of the form display the currently sdected fiscal year and
appropriaion. Each combination of these values corresponds to asingle sheet in the program
budget request spreadshest that was used in last year's Annual Report Budget Application. To
change the "sheet,” use the dropdown boxes to select the combination of fisca year
gppropriation with which you wish to work. Columnsfor "Starting Pipdine "Carryover,"
"Edimated SO Expenditures’ and "Est. SO Fipeline End of FY" gppear only for fiscal years
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2004 and greater. 2004 Vauesfor "Starting Pipdine" and "Carryover" are derived from the US
Financing table. For 2004 and 2005, the arting pipdine vaues are determined by the "Est. SO
Pipeline End of FY" vauesfor the previous year.

2002 Actud levesfor dl relevant appropriations have been included in this year's Application.
However, these numbers are displayed in gray and cannot be changed; they are there for
information purposes only. Levelsfor 2003 - 2005, which have been updated in Washington for
the BPBS and other exercises, are also included as a starting point.

Enter Request Levels

Enter request level amounts for FY 2003 to 2005 as you would in a spreadsheet. All values
entered are automatically saved.

Complete necessary program category forms

When entering values for EGAT, Globd Hedth or DCHA, you will need tofill out a
corresponding “Pillar” form, sgnaed by the buttons on the top left turning red. Within the pillar
forms, totas, which do not match their columns on the main table, will aso appear inred. If you
attempt to close out of these tables without the totals matching, you will receive amessage
dating, “Vaues must match those on the summary table before this table can be closed.” Once
the totals match, the total in red will change to black and the table can be closed.

Checking Primary Emphasis Codes

The main SO Appropriations form has a“ Check Codes’ button. Clicking thiswill open atable
that shows dl combinations of fiscd years/scenarios for which you have gppropriations.

Clicking the “Check Primary Codes’ button turns the dollar value for apillar red if the primary
codes for that pillar are not in sync with the values entered for the sectors. For theinitid
December submission, 2002 and 2003 will be checked; for the later submission, 2004 and 2005
will be checked. Y ou will need to go into thistable to confirm no pillars are “red” before
submitting the database.

Emphass Coding

Within the pillar forms there will be anew “Emphasis Coding” button at the top left hand

corner of each pillar form, to be initidly used for submitting FY 02 and 03 level emphasis codes.
On the emphasis coding screen are two tabs, one for primary codes and one secondary codes. On
the primary coding tab, the values entered for each sub-sector will appear, together with the
primary codes commonly associated with that sub-sector. Asin the “PRillar” forms, the color red
indicates that the vaues entered for the primary codes are not in sync with those on the pillar

table. Y ou must adjust them before you can close the table. A definition and point of contact for
each primary code gppears by sdecting the “?” button. Y ou will not be alowed to exit the
Primary Code screen until you have completely entered datafor ALL the relevant SOs.

13



The secondary codes are entered in asimilar manner, the difference being that there is no
requirement that the entrieswill add to the total for a given SO. Secondary codes are "cross-
cutting,” in the sense that an gppropriated dollar might be assigned many secondary codes. You
will be natified if an SO has not been assigned any secondary codes, and given the option of
adding them before closing the form. A definition for each secondary code appears by selecting
the“?" button.

See the accompanying Annex A Excd file for acomplete list of Emphass Codes, their
definitions and names of personsin the AID/W pillar bureaus to contact with any questions you
may have. (Y ou can aso find them as Supplementa Reference #11 to the AR Guidance on the
webste http://cdie.usaid.gov/ar/)

Printing emphasis codes. The primary and secondary codes sdlected for each SO will appear on
the printed SO Appropriations spreadsheet available from the main SO appropriations table by
selecting “Excedl,” to print an excel spreadsheet for the fiscal year and appropriation scenario
displayed on the screen, or “Excel — All Tables’ to print an excel oreadsheet for dl fiscal years
and scenarios. The primary and secondary codes will appear on the appropriate pillar table
worksheet rather than the main summary page; e.g., the hedth codes will gppear on the

worksheet that bresks out the hedlth pillar budget request.

Add New SOsto the fiscal year/appropriation

When pipeline or carryover datais entered on the US Financing screen for SOs, the SO will
gppear on the SO Appropriations table, so you will not need to add them. New SOs for which
there is not pipeline or carryover data can be entered through the SO Appropriations table using
the“Add SOs’ button. Select the SO(s) you wish to add, and hit the “ Select SOs’ button. You
will then be able to enter budget requests for that SO on the SO Appropriationstable. 1f the new
SO isnot on the magter ligt, you can add it through the “New SO” button. Then add the new SO
number and title. Click “Add SO” and the new SO will gppear in the list of SOs. Highlight the
SO you entered to have it appear on the screen for the gppropriate fiscal year and scenario.

NOTE: The PL 480 gppropriation is handled differently than the others. 1t is not included on the
US Financing form; so al budget information is entered on the program table. Select “PL 480"
and the appropriate year and abox will appear at the bottom of the screen. Y ou can either enter
the PL 480 amount for the year, or select SOsif you would like to break down PL 480 money by
SO. If you have questions about which route to take, consult your bureau.

Reviewing the work /Printing the report

Y ou can use the “Excd” button at any point to view and/or print the tables as they will appear in
the fina document. The main table will be the first page of the spreadshest, and the pillar tables
will appear as additiona pages. Be sureto make dl changes within the Application, and not on
the spreadshest; changes made on the spreadsheet will not appear in the Application and will not
be submitted to Washington.

2A.. Economic Growth, Agricultureand Trade Pillar
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The EGAT pillar table dlows you to divide money requested for EGAT into various categories.
When vaues are entered in the EG and Trade Capacity, Agriculture, Environment, or Education
columns on the budget request form, the EGAT button on the Ieft of the form becomes enabled.
You will dso be taken directly to thistable if you attempt to close the budget request form when
EGAT vaues are out of sync.

Each SO that contains requests for EGAT will have a corresponding line on the EGAT pillar
table. Columns display the amounts entered on the EG and Trade Capacity, Agriculture,
Environment, and Education columns on the budget table for each SO. Beside these columns are
the “ Totds from this table’ columns that will appear in red if the vaues are out of sync. Enter
fundsinto the adjoining cdls until the sums from the two tables are equd.

The Agriculture column from the budget table is not subdivided on the EGAT Rillar teble, so the
vaues from thisare not editable in thisform.

Trandfers gppear on the bottom of the screen. Adjust these valuesin asmilar way.

Note: The program will prevent you from leaving thisform until all valuesarein sync.
Moving from cell to cdll in thetable

Once you have entered anumber in acdl in atable, use the tab key, the arrow keys, or the
mouse to move from that cdll in order for the Application to save that number and recaculate
totd figures. Hitting the ENTER key after inputting datawill recdculate the totals.
Viewing/Printing the table

Toview the EGAT tablein Exced format, go to the main budget request table and hit the “Excd”
button. The EGAT table will appear as a spreadsheet page.

2b. Global Health Pillar

The hedlth pillar table alows you to divide money requested for hedlth into various categories.

When vaues are entered in the Health column on the budget request form, the “Hedlth” button
on the top left of the form becomes enabled. Y ou will dso be taken directly to thistable if you
attempt to close the budget request form when hedlth vaues are out of sync.

Each SO that contains requests for health will have a corresponding line on the hedth pillar

table. The column on the far right, “Hedlth Tota from Summary,” contains the amount entered in
the Hedlth column for each SO. “Hedlth Totd from thistable’ contains the sum of the vaues
entered, and will gppear in red if it does not match the summary vaue. For each SO that appears
in red, digribute the funds among the sector columns until al values arein sync.

Trandfers gppear on the bottom of the screen. Adjust these valuesin asimilar way.

Note: Theprogram will prevent you from leaving thisform until all valuesarein sync
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Moving from cell to cell in thetable

Once you have entered anumber in acdl in atable, use the tab key, the arrow keys, or the
mouse to move from that cdll in order for the Application to save that number and recaculate
totd figures. Hitting the ENTER key after inputting datawill recdculate the totals.

Viewing/Printing the table

To view the Globa Hedth table in Excd format, go to the main budget request table and hit the
“Excel” button. The Globa Health table will appear as a preadsheet page.

2c. Democracy, Conflict and Humanitarian Assistance Pillar

The DCHA pillar table dlows you to divide money requested for DCHA into various categories.
When vaues are entered in the DG, Human Rights, Humanitarian Assstance, or Conflict
columns on the budget request form, the DCHA button on left of the form becomes enabled.

Y ou will dso be taken directly to thistable if you atempt to close the budget request form when
DG or Human Rights values are out of sync.

Each SO that contains requests for DCHA will have a corresponding line on the DCHA pillar
table. Columns display the vaues entered in the four DCHA Sectors. “DG Totad From
Summary” and “Humean Rights Totd from Summary” display the funds entered on the main
program table. Make adjusmentsin the adjoining columnsif “Totas from this Table” columns
do not match. Wherever thereis a discrepancy, the values will be displayed in red.

Thevauesin “Humanitarian” and “ Conflict” match those entered on the main program table.
Since they are not subdivided, it is not necessary to edit them on thisform.

Trandfers gppear on the bottom of the screen. Adjust these valuesin asmilar way.

Note: The program will prevert you from leaving thisform until valuesarein sync.
Moving from cell to cell in thetable

Once you have entered anumber in acdl in atable, use the tab key, the arrow keys, or the
mouse to move from that cell in order for the Application to save thet number and recaculate
totd figures. Hitting the ENTER key after inputting detawill recdculate the totals.
Viewing/Printing the table

To view the DCHA tablein Excd format, go to the main budget request table and hit the “ Excd”
button. The DCHA table will appear as a spreadsheet page.

3. Workforce Planning
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USDH and non-USDH Staffing Requirements. This section coversal categories of personnd
that are reported as part of e-World. Higoricdly, this table has been used exclusively for the
development of the FY 2005 Foreign Service recruitment plan. Thisyear, additiona information
is being collected to respond to requirements of the PMA.

New Workforce Requirement: Thistable is being consolidated this year with the table on
Program Funded Personnel and Support Expenses that was required last year to capture the
esimated full cogt of various functionsin an operaing unit from program management to
Mission support. The Annua Report Guidance provides specific details on complying with this
requirement. This Guidance can be found in the Help section of the Application for the
Workforce Planning Table.

Entering Data

To begin work on thistable, pressthe “Add” button on the far left hand sde of the worksheet to
enter each position under the backstops provided. Enter workforce levels for fiscal years 2004 —
2007. All entrieswill be saved automaticaly. Y ou will dso be asked to sdect “Funding Type’
and “Employment Type’ from the drop-down menus provided.

Entering SO data. For backstopsin the “Sector M anagement” section, you will be asked to
dlocate employees to Strategic Objectives, Smilar to last year. In this backstop section only,
below the fiscd years, funding type and employment type will be atable listing the SO number,
SO name and a column labeled “%” (percent). Usethistable to dlocate the percentage
(expressed as adecimal) of the employee’ stime across SOs. Y ou may use fractionsto dlocate
portions of employee stimeto SOs. A Totd figure will gppear at the bottom of the percent
column. The table cannot be closed until al percent values equa 1.0.

Moving from cdll to cell in the table
Once you have entered a number in acell in atable, be sure to ether use the Tab key, or the
mouse to move from that cell or the ENTER key in order for the Application to save that number
and recdculate tota figures.
Other hepful hints:

When coding for a USDH with a combined 02/94 backstop, select either 02 or 94.

When coding for aUSDH that is serving as Genera Development Officer (GDO), select
the sector that is the closest to the sector being managed, or the sector that assumes the
mgority of the GDO’stime.

When entering the “loaded cogt,” consder the following definition: “it is expected that
Missonswill supplement contract costs with overheads which may not be obligated in
the contract to include items such as: trave, training, office space, utilities, office
equipment, office materials, awards and ICASS charges.”
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Viewing/Printing the report

To either view or print the Workforce Planning requirements report, click on the “Excd” button.
The Application will open Microsoft Excel and generate an excel sporeadsheet version of the
report. Y ou can print acopy of this report using the print function within Exce. Please note that
it will not be possible to make changes to the printed version of the report. If changes are
necessary, close the report; make the changes on the form, then click on the * Excd” button once
again to generate a new report.

USDH Staffing Requirements:

Show the numbers of USDH in each occupational backstop as of the end of FY 2004 - FY 2007.
Requested levels should reflect the Misson's“to be’ organization and not the “asis.” These data
are essentia for M/HR to design arecruitment plan that meets the Agency’ s future needs. For

FY 2004 and 2005, the requests should match the position requirements for the operating unit’'s
Strategic Plan without regard to the backstop of the current incumbent. GDO positions should be
listed under the backstop that reflects the primary discipline of the position. RUDO positions are
covered under Backstop 40. It is crucid that each operating unit consider the work that needs to
be done and the skills needed to do it rather than the backstops or employment categories (e.g.
USDH, FSNPSC, USPSC, etc) of the employees currently on board.

Non-USDH Staffing Requirements:

Show the number of non-USDH by category and the occupational backstop that most closely
reflects the work being done. For effective workforce planning, the Agency needsto know total
gaffing requirements, not just USDH requirements. It is crucid that each operating unit consder
the future work that needs to be done and the skills needed to do it rather than the backstops or
employment categories (e.g. USDH, FSNPSC, USPSC, etc) of the employees currently on board
or the current pogtions. In other words, staff requirements for the “to be” Misson, not the “as

IS’ Misson.

4. Operating Expenses— Over seas

Although the Application alows Missonsto input OE and Workforce data for FY 2006 and

2007, please submit this information in conjunction with the State Department’s MPPs. Show the
proposed use of OE and trust fund resources by resource category for the FY 2004 estimate and
the FY 2005 target. All amounts areto be reported in thousands of dollars. Budget levelsfor
ICASS should be computed asfollows. FY 2004 ICASS requirements should be based on final
FY 2003 hillstimes 6.8 percent. FY 2005 ICASS requirements should be computed by
multiplying the FY 2004 figure by 6.5 percent.

New OE Requirement. On the main table above, new line items have been added to capture
local currency payments and exchange rates. This information will help provide the basis for
evauating the impact of fluctuating exchange rates on Missons' buying power.

Overview
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The table for OE Overseasis modeled after the spreadsheet that has been used in the past.
Phoenix codes and titles are listed dong the left, and spaceis provided to enter OE and Trust
Fund amountsfor FY 2004 Estimate and FY 2005 Target.

Phoenix lines marked with an asterisk are summed at the bottom of the table. Check to ensure
that these values match those for OE funded deposits on the FSN Voluntary Separation Fund
Table.

Moving from cell to cell in thetable

Once you have entered a number in acell in atable, be sure to ether use the Tab key, or the
mouse to move from that cell or the ENTER key in order for the Application to save that number
and to caculate or recaculate totd figures.

Viewing/Printing the report

To either view or print the OE - Overseas report, click onthe“Exced” button. The Application
will open Microsoft Excel and generate an excel spreadsheet verson of the report. Y ou can print
acopy of this report using the print function within Excel. Please note that it will not be possble
to make changes to the printed version of the report. If changes are necessary, close the report;
make the changes on the form, then click on the “Excel” button once again to generate a new

report.
4a. Operating Expenses— Washington

Show the proposed use of OE and trust fund resources by resource category for the FY 2004
estimate and the FY 2005 target, and the FY 2006 target and request levels. For overseas OE
tables, identify the U.S. dollars used for loca currency purchases and the exchange rate used in
computations. For FY 2006 OE, the target level should be straight-lined from your alocation
for FY 2005. The request for FY 2006 should reflect an amount that takes into account the base
and increases.

Overview

The table for OE Washington is modeled after the spreadsheet that has been used in the past.
Phoenix codes and titles are listed along the left, and space is provided to enter OE and Trust
Fund amounts for 2004 Estimate and 2005 Target.

Note: Thistable will not be available to Operating Units oversess.
Moving from cell to cdll in thetable
Once you have entered a number in acell in atable, be sure to ether use the Tab key or the

mouse to move from thet cdl or the ENTER key in order for the Application to save that number
and to caculate or recaculate totd figures.
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Viewing/Printing the report

To either view or print the OE - Washington report, click on the “Excd” button. The Application
will open Microsoft Excel and generate an excel soreadsheet version of the report. Y ou can print
acopy of thisreport usng the print function within Excel. Please note that it will not be possible
to make changes to the printed version of the report. If changes are necessary, close the report;
make the changes on the form, then click on the “Excdl” button once again to generate a new

report.
5. ICASS Rembursement Table

This table should be used by overseas operating units that are/or will be an ICASS service
provider. Thistable should reflect the amount that the Agency will be rembursed for the
servicesthat are provided. Include costs associated with providing support to OE-funded
operations, USAID program operations and to other customer agencies on post. Please note that
thefirgt line of the Table isfor Washington Funded Saaries and Benefits. If aUSDH dlocates
time between providing ICASS services and providing non-1CASS support, the estimated
sdariesrdated to ICASS would be reported on thisline.

Report in the Operating Expenses Table, under the ICASS line item, the sum of estimated OE
ICASS charges payable to the Department of State as well as the estimated costs for ICASS
services provided by the Mission to OE funded operations.

Helpful Hint on preparing the ICASStable:

Pease note that the firgt line of the ICASS Tableis for Washington Funded Salaries. Operating
Units should report here the portion of the Executive Officer's sdary aswel asthat of other
USDH «aff that provide ICASS services. Do not include bendfitsin thislineitem, asthe
Support Budget office will compute this cost based on agency-wide averages.

Moving from cell to cdll in thetable

Once you have entered a number in acdll in atable, be sure to either use the Tab key or the
mouse to move from that cell or the ENTER key in order for the Application to save that number
and to caculate or recaculate totd figures.

Viewing/Printing the report

To dther view or print the ICASS report, click on the “Excd” button. The Application will open
Microsoft Excel and generate an excel spreadsheet version of the report. Y ou can print acopy of
this report using the print function within Excd. Please note that it will not be possible to make
changes to the printed version of the report. If changes are necessary, close the report; make the
changes on the form, then click on the “Excel” button once again to generate anew report.

6. Trust Fund and FSN Voluntary Separation
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This table should only be used by overseas operating units and shows (a) availability of locd
currency trust funds and (b) deposits to and withdrawals from the FSN voluntary separation
account. Please note that if an oversess unit shows obligations under object class 12.1 on the OE
table for FSN voluntary separation (FSN direct hire or FSN PSC), then the FSN

voluntary separation portion of this table must be submitted. The OE totals on this table must
match the total FSN voluntary separation amounts for FSN direct-hire and FSN PSCs on the OE
table. Also, exchange rates used in computing the dollar equivaent of loca currency trust funds
must be provided--thisinformation is required to be included in the Agency's Budget

Judtification.

Please note that the first line of the Tableisfor Washington Funded Sdaries and Benefits.

Overview
Thistable ismodeled after the spreadsheet that has been used in the past. Enter values and they
will be saved automaticaly. Press the recalculate button to update totals.

Moving from cell to cell in the table

Once you have entered a number in acell in atable, be sure to ether use the Tab key or the
mouse to move from that cell or the ENTER key in order for the Application to save that number
and to caculate or recaculate totd figures.

Viewing/Printing the report

To ether view or print the USDH gaffing requirements report, click on the “Excd” button. The
Application will open Microsoft Excel and generate an excdl soreadsheet version of the report.
Y ou can print acopy of thisreport using the print function within Excel. Please note that it will
not be possible to make changes to the printed version of the report. If changes are necessary,
close the report; make the changes on the form, then click on the “Excd” button once again to
generate anew report.

7. Controller Operations

Overview

The Controller Operations table is modeled after last year’s Controller Operationstable. Thisis
used only by overseas Missons and shows (8) availability of loca currency trust funds and (b)
deposits to and withdrawals from the FSN voluntary separation account. Please note that if

an overseas unit shows obligations under object class 12.1 on the OE table for FSN voluntary
separation (FSN direct hire or FSN PSC), then the FSN voluntary separation portion of thistable
must be submitted. The OE totas on this table must match the total FSN voluntary separation
amounts for FSN direct-hire and FSN PSCs on the OE table. Also, exchange rates used in
computing the dollar equivaent of loca currency trust funds must be provided--thisinformation

is required to be included in the Agency's Budget Justification.

Moving from cell to cell in thetable
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Once you have entered a number in acell in atable, be sure to either use the Tab key or the
mouse to move from that cdll or the ENTER key in order for the Application to save that number
and to caculate or recaculate totd figures.

Viewing/Printing the report

To either view or print the Controller Operations report, click on the “Excd” button. The
Application will open Microsoft Excel and generate an excel spreadsheet version of the report.
Y ou can print acopy of this report using the print function within Excel. Please note that it will
not be possible to make changes to the printed version of the report. If changes are necessary,
close the report; make the changes on the form, then click on the “Excd” button once again to
generate anew report.

8. GCC Budget Request

Each GCC Misson must complete the GCC budget table, which requests data on obligations by
country, strategic objective, and fund account for activities conducted in FY 2003 and 2004 and
estimates for FY 2005.

Overview

Firgt Sdlect the Strategic Objectives from the drop-down menu available from clicking on the
“Add” button at the top right hand corner of the table. Also select the Sector Code and the Fund
Account from this same drop-down box. When al appropriate Strategic Objectives have been
selected, dong with their sector code and fund account, click on the “Add” button provided at
the bottom of the drop-down box. Thiswill populate the Soreadshest with the information you
provided. You can delete any Strategic objective from the spreadsheet by clicking on the
“Delete” button at the top right hand corner of the table.

Moving from cell to cell in the table

Once you have entered a number in acell in atable, be sure to elther use the Tab key or the
mouse to move from that cell or the ENTER key in order for the Application to save that number
and to caculate or recaculate totd figures.

Viewing/Printing the report

To dther view or print the GCC report, click on the “Excedl” button. The Application will open
Microsoft Excel and generate an excel spreadsheet version of the report. Y ou can print acopy of
this report using the print function within Excel. Please note that it will not be possible to make
changesto the printed version of the report. If changes are necessary, close the report; make the
changes on the form, then click on the “Excedl” button once again to generate a new report.

9. Budget Reports

The last menu sdection on the budget tab is“Budget Reports.”
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From the menu of reports you can generate areport for any of the budget tables found in the
budget section of the Application. Y ou can also select ayear and gppropriation scenario for
selective SO Appropriations reports.

Please remember:
Be sure to make dl changes within the Application, and not on the spreadshest; changes made on
the spreadsheet will not appear in the Application and will not be submitted to Washington.

10. Budget Reporting Tool
Access the reporting tool through the Reports menu at the top of the main menu screen.
Overview

Most information in the budget portion of the Application can be accessed through the reporting
tool. Although its use is not mandated in any way, and the reports you generate are not included
as part of your Annua Report submission, you may find it useful in verifying the data entered. It
dlows you to sdect the fields you are interested in, group and total on particular fields, ad set
filters so that only particular rows are displayed. Y ou can run ‘ Standard Reports’ that are
included in the Application itself, create “ Custom Reports,” and save these custom reports for
later use. All reports can be saved in Excd format.

Report Types

The drop down box on the top left of the screen determines the type of report (i.e. Program
Funding, Workforce, etc). Y ou can change between report types at any time.

Report Tab —“ Standard Reports’

The standard report tab lists all reports thet that are included within the Application. For
example, Program funding includes four standard reports. When you sdect a standard report
with the mouse, a preview of the report gppearsin the lower half of the screen. Hit the Run
button to generate the report based on current data, or press Excel to generate a spreadsheet
verson of the same report.

Report Tab —“ Custom Report”

The custom report tab has three boxes - “Columns” “Rows’ and “Vaues,” that vary depending
on the report type sdlected. Sdecting vaues in these boxes determine what will be displayed
when the custom report is generated.

Columns
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Checking avaue in the columns box will cause that column to appear in the report. As
you check or uncheck a column, you will see it appear or disappear from the preview box
below. Itemsthat are & ahigher leve in the tree contain the sum of dl the columns
beneath it. Right clicking on these higher-leve items displays a menu that alows you to
hide or show dl the items benegth it.

Rows

The rows box displays the rows available for the current report type. Y ou must select at
least onerow to run areport. If more than one row is selected, the report will contain
“bresk rows’ that sum the data at different levels. The order in which the rows will be
displayed when the report isrun is shown in the preview box. Theitemsare displayed in
the same order that they are selected.

Values

The Vaues box ison the top right of Custom Report tab. It displaysalist of digtinct
values of the currently selected item in the rows box. To filter the results of the report,
check one or more of the vaues and the report will only display those values.

Aswith standard reports, you can press the run button to generate the report from current data, or
press Excel to view the report as a Spreadshedt.

Report Tab —“User Reports’
When cregting a custom report, the option to save the report for later use is available through the
“Save User Report” button. Y ou will be prompted for a name and description of the report. It

will be available on the user reports tab after you saveit. From there you will also have the
option of renaming or deleting it.
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Step Three: Entering CBJ and Performance Narrative data
Working with Narrative Forms

In generd, you will be adding narrétive text into the “boxes’ provided for each sgnificant
section of the CBJ and Performance Narrative ether by starting to type within the “box” or by
double clicking your mouse within the “box” to launch amodified Microsoft Word document.

Formatting

The documents generated by the Application are pre-formatted with one-inch margins and the
required font, Arial 10, being used thisyear. Within the Word document you can cut and paste
narrative into and out of the document. When cutting and pasting, the format in the cut and paste
portion will be automaticaly changed to Arial 10 once the data has been saved in the text box.
When cutting and pasting from a document outside the Application, be sure to note that
approximately 10% of the two-page limit will be taken up by the formatting necessary to create
the CBJ country overview and program data sheets. Also, be sure not include any graphics,
tables, text-boxes, bullets (you may subgtitute dashes for bullets), or photographsin your
narratives.

Printing/Viewing/Spell Check

The Application provides a spell-checking tool that is ble from each narrative section
within the Application. To accessit, double click on the narrative/text section you wish to spell
check. From the tool bar at the top of the box, select “Tools’ and then “ Check Spelling” to spell
check the section selected. To spell check an entire document, such as the Full CBJ, you would
have to spell check the Word document generated, then copy and paste any corrections back into
the appropriate narrative section of the Application.

The Full CBJ document or the Annud Performance Document or any sub-set of these two
documents, such as the Resource Request narrative, may aso be saved to afile outsde of the
Application, by clicking on “File’ and then “ Save As’ to dlow you to add photographs, tables,
text-boxes, and graphics for any purpose the operating unit deems appropriate.

Copying and Pagting from a Word document

A few userslast year reported that when copying and pasting from another Word document into
anarative section of the Annua Report Application they found extraneous, garbage characters.
These characters are associated with Word formatting found in the Word document from which
they were copying and pasting. To get rid of these extraneous characters, take the following
steps:

1. Double dick on the narrative fidld containing the extraneous characters. With your

mouse, highlight al text in the selected section, such as the Development Challenge
section of the CBJ Country Overview. From the toolbar, select “ Edit/Copy.”
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. Next, ddete al sdected text. Then from the toolbar select “File/Save and Exit.”

. Go back to the selected section, such as Development Challenge, and double click. From
the toolbar, select “ Edit/Paste.” The text, which you had previoudy highlighted and
deleted, should now appear in this section without the extraneous characters.

. From the toolbar select “File/Save and Exit” to save your corrected text.
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Congressional Budget Justification Narratives

The CBJ tab contains three menu selections. Country Overview, Program Data Sheets and Full
CBJ Report.

1. Country Overview

The Country Overview for the CBJ submission is broken down into four sections: The
Deveopment Chalenge; The USAID Program; Other Program Elements and Other Donors.

Double click on each text box provided for each section described above. When completed, you
can click on the “ Create Country Overview” button to generate a Word document for viewing
and/or printing. Please note that changes made to the printed version of the Country Overview
will not be saved in the Application. Any necessary changes must be added through the
gppropriate Country Overview text box, either by adding them to the text box, or double dicking
within the text box to bring up the modified Word documen.

Page Count: To asss you in kegping to the two-page limit for the Country Overview section, a
button at the top of the page has been provided that keeps arunning taly of the number of pages
inthis section. Asyou add information to each of the sectionsin the country overview, click on
the “Pages’ button to get an updated count of the total number of pages for the Country
Overview inits entirety. If you exceed the two-page limit for this section, you will receive a
message daing that the two- page limit has been exceeded; please go back and edit your
information. Y ou may edit any section you wish to meet the two- page limit.

Please Note: When you go to close out of the Country Overview section, if the Country
Overview exceeds the two-page limit you will receive a message sating, “ Country Overview
cannot exceed 2.0 pages. Please re-edit to comply with FY 2004 Guidance.” Y ou will not be adle
to close out of this section until the two-page limit for the country overview is met. Please be

sure to note that the two-page limit will be reduced by about 10% for formatting for the CBJ.

Spell Check: The Application provides a pell-checking tool that is accessible from each
narrative section within the Application. To accessit, double click on the narrativeltext section
you wish to spdll check. From the tool bar at the top of the box, sdect “Tools” and then “Check
Spelling” to spell check the section sdlected. To spell check an entire document, such as the Full
CBJ, you would have to spdll check the Word document generated, then copy and paste any
corrections back into the appropriate narrative section of the Application.

2. Program Data Sheets

To usethis section, first sdlect the Strategic Objective from the drop-down menu at the top of
this section for which you wish to complete a program data sheet. The Application will pre-
populate the USAID Mission name, the Strategic Objective title and number, and the necessary
budget data listed on the sheet. To avoid any confusion regarding this budget data, please note
that the budget data section is highlighted in adarker gray color and is preceded by a message
gating, “Data contained within is not editable. This datais retrieved from Budget Tables”
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You must sHect a“Fillar” for each Strategic Objective from the drop-down menu provided. The
pillars to sdlect from are: Economic Growth, Agriculture and Trade; Globa Hedth; Democracy,
Conflict and Humanitarian Assistance, and Gobd Deve opment Alliance. The remaining

sections of the Program Data Sheet are: Summary; Inputs, Outputs, Activities, FY 2004
Program; Inputs, Outputs, Activities, Planned FY 2005 Program; and Performance and Resullts.
Thisyear the “satus’ has been removed from the program data sheet; it appearsin the Indicator
Table. The year of initid obligation and estimated completion date will suffice for this
information. Complete a program data sheet for each valid Strategic Objective found in the drop-
down menu a the top of the screen. If Strategic Objectives are missing from this menu, new
SOs must be added from the US Financing Table or SO Appropriation Table in the budget
portion of the Application. Once added, they will gppear in dl drop-down menus listing the
Operating Unit’s Strategic Objectives. Please remember that the Summary section is required to
be filled out for every program data sheet that will appear in next year's Congressional Budget
Judtification.

Printing Data Sheets:

If no budget data appearsin the budget data section, a specid message will appear on the screen
and on the printed data sheet gtating, “Reminder: This message gppears because of missing FY

04 and/or FY 05 budget data. Please return to budget tables and enter necessary dollar amounts.”
Once budget data has been entered into either the US Financing or SO Appropriations budget
table, this message will disappear. Please remember that budget data must be entered into ether
of these two tables in order to appear in the budget data section of the CBJ data shest.

If thereisno text in the Summary section of the Data Sheet, one of the required sections, no
Data Sheet will be printed for that Strategic Objective. Thisfeature is being implemented in
response to feedback received last year that many unwanted data sheets were generated for the
CBJreport for Strategic Objectives that were not vaid; i.e., those with incorrect titles, incorrect
numbers, etc.

The “Create CBJ Data Sheet” button will generate a Word document for viewing and/or printing
the program data sheets for the SO displayed on the screen. To view/print program data sheets
for other Strategic Objectives, either sdlect another SO from the drop-down menu or go to the
menu selection on the CBJ tab labeled “Create Full CBJ.” The full CBJ report will print both the
Country Overview and dl valid data sheets.

Please note that changes made to the printed version of the program data sheet will not be saved
inthe Application. Any necessary changes must be added through the appropriate program data
sheet text box, either by adding them to the text box, or double clicking within the text box to
bring up the modified Word document.

Page Count: To assigt you in keeping to the two- page limit for the Program Data Sheet section,
abutton at the top of the page has been provided that keeps arunning taly of the number of
pagesin this section. Asyou add information to each of the sectionsin the data sheet, click on
the “Pages’ button to get an updated count of the total number of pages for the Program Data
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Sheet section inits entirety. If you exceed the two-page limit for a Program Data Sheet you will
receive a message dating that the two-page limit has been exceeded; please go back and edit
your information. Y ou may edit any section you wish to meet the two-page limit.

Please Note: When you go to close out of the Program Data Sheet section, if the Data Sheet for
any SO exceeds the two-page limit you will receive a message seting, “Program Data Sheet for
SO # cannot exceed 2.0 pages. Please re-edit to comply with FY 2004 Guidance.” Please be sure
to note that the two-page limit will be reduced by about 10% for formetting for the CBJ.You

will not be able to close out of this section until the two- page limit for dl Data Sheetsis met.

Spell Check: The Application provides a spell-checking tool that is accessible from each
narrative section within the Application. To accessit, double click on the narrative/text section
you wish to spell check. From the tool bar at the top of the box, sdlect “Tools” and then “Check
Spelling” to spell check the section selected. To spdl check an entire document, such as the Fulll
CBJ, you would have to spell check the Word document generated, then copy and paste any
corrections back into the appropriate narrative section of the Application.

3. CBJ Report

To create afull CBJ report for your operating unit, select the last menu selection from the CBJ
tab, “ Create Full CBJ.” Sdecting this button will automatically generate the Country Overview
and dl “vaid’ Data Sheetsin one Word document.

Two points to remember:

1. IF thereisno budget data in the budget section the following message will gppear on the
screen and aso on the printed data sheet: “Reminder: This message appear s because of
missing FY 04 and/or FY 05 budget data. Please return to budget tables and enter necessary
dollar amounts.” Once budget data has been entered into either the US Financing or SO
Appropriations budget table, this message will disappear. Please remember thet budget data
must be entered into either of these two budget tables in order to appear in the budget data
section of the CBJ data shest.

2. If thereisno text in the Summary section of the Data Sheet, one of the required sections, no
Data Sheet will be printed for that Strategic Objective. Thisfegture is being implemented in
response to feedback received last year that many unwanted data sheets were generated for
the CBJ report for Strategic Objectives that were not vaid; i.e., those with incorrect titles,
incorrect numbers, etc. that had to be manually removed from the full CBJ report.

Individua data sheets for specific Strategic Objectives can be printed from the button at the left

hand side of the Program Data Sheet screen for those data sheets that have text in the Summary
section. Sdlect the Strategic Objective you wish to print from the drop down menu at the top of

the screen.

Please Note:

Documents created with the Application reflect the current vaues that are saved in the
Application. Any changes made to the Word documents only WILL NOT BE SAVED inthe
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Application. To save any changes made to these reports, you must go back to the appropriate
section in the Application and make the desired changes. If changes are made to these Microsoft
Word documents, the changes can be highlighted in the Word document, and cut and pasted into
the appropriate section of the Application.

Annual Performance Narratives

The Performance Narrative tab contains Sx menu sdlections: Cover Memo; Performance and
Budget; Results Framework; SO Indicators, Performance Measures; and Annua Performance
Document.

1. Cover Memo

Y ou can either begin typing in the text box provided, double click to open atext box, or copy
and paste from a Word document outside the Application to the text box opened in the Cover
Memo narrative section. Within the text box you can dso spdll check by sdecting “Tools” and
then “Check Spelling” from thetool bar at the top of the text section. Y ou can aso use the Edit
features of “Copy,” “Paste,” “Find” and “Replace” When you are finished with the cover memo
document, select “File,” then “ Save and Exit” from the tool bar at the top, to save your document
and exit back to the main Cover Memo text box.

Please remember that the FY 2004 Annuad Report Guidance states, “A cover memorandum of up
to three pagesisrequired. The Annual Report cover memo is not intended for distribution
outside the Agency, and will not be posted on the Agency' s website.”

To print acopy of just the Cover Memo, sdect “ Create Cover Memo” at the top of the Cover
Memo screen. Please note that changes made to the printed, Microsoft Word verson of the
cover memo will not be saved in the Application. Any necessary changes must be added through
the Cover Memo text box in the Application, either by adding them to the text box, or double
clicking within the text box to bring up the modified Word document.

The Cover Memo will aso gppear in the full Annua Report that can be generated through the
“Annua Performance Document” button on the Performance Report tab.

2. Performance and Budget

The Performance and Budget sdection is divided into three sections, as shown by the three
“buttons’ at the top of the screen. They are: Program Level Narrative; SO Level Narrative and
Resource Request Narrative. Clicking on each button will bring up a separate screen for that
section. The Program Leve Narrative screen will be displayed when you first enter this section.

Program Level Narrative

This section congsts of text boxes for the Program Performance Summary; Environmentd
Compliance; and Country Close Out and Graduation. Please refer to the Annual Report
Guidanceif you have any questions as to what information should be reported on in these
sections. You can click on “Help” a the very top of the screen, and sdlect Help for the Program
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Narrative. Each section of help begins with the rlevant portion of the Annua Report Guidance.
Alternatively under “Help” you can sdect “Annua Report Guidance’ to see the Guidancein its

entirety.
Upon completion you can print or view just the program level narrative section by clicking on
the button labeled, “ Create Program Narrative.”

From the Program Level Narrative tab you can aso view/print al sections that comprise the
Annua Report by clicking on the button labeled, “ AR document.” The Annua Report contains
the cover page, cover memo, program leve narrative, SO level narrative, resource request,
results framework, and SO indicator table.

SO Level Narrative

In this section you must first choose the Strategic Objective you are reporting on from the drop-
down menu at the top of the screen. Next will appear the drop-down menu displaying all joint
State/USAID Strategic and Performance God's, with the exception of Weapons of Mass
Destruction and American Citizens, from which a primary performance goa must be sdected.

Asnoted in the Annua Report Guidance, operating units must consult with the Embassy to
ensure that the appropriate link to ajoint srategic- performance god is selected. For example an
education program in Pakistan may be more gppropriatdly linked to counterterrorism, rather than
socid and environmentd issues. (The joint State- USAID Strategic Plan is supplemental
reference #3 to the AR Guidance).

Following the performance goals are sections/text boxes for “ SO Discussion” and “ Strategic and
Specid Objective Closeout Report.” Upon completion select another Strategic Objective from
the drop down menu &t the top of the page until al SOs have been completed.

Once again, in this section you may print/view just the SO Level Narretive report or the Annua
Report in its entirety.

Resour ce Request Narrative

This narrative must include: Rationde and Judtification, Pipeline, Decommitments, OE and
Workforce, Program-Funded Personnel and Support. The last button under the Performance and
Budget section isthe resource request narrative. Please refer to the Annua Report Guidance for
elaboration as to what information should be contained in these sub-sections. When completed,
you may either print/view the resource request section or the Annua Report in its entirety.

Spell Check: The Application provides a Spdl-checking tool that is accessible from each
narrative section within the Application. To accessit, double click on the narrative/text section
you wish to spdll check. From the tool bar at the top of the box, sdect “Tools” and then “Check
Spelling” to spell check the section selected. To spdl check an entire document, such as the Fulll
CBJor Annua Report Document, you would have to spdll check the Word document generated,
then copy and paste any corrections back into the appropriate narrative section of the
Application.
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3. Resaults Framework

The Results Framework section will contain a drop-down menu liging dl Strategic Objectives
for your operating unit. Unlike last year, any changes or additions made to Strategic Objectives
in the budget section of the Application will also be reflected here. However, because of this
change, the Application is not able to pre-populate the Results Framework with last year's
indicator or IR-leve information. Y ou may report up to three SO-leve indicators for each SO.
Select each SO from the drop-down menu at the top of the page. Buttons are provided to add,
delete, edit or cancd an indicator and to add, delete, edit or cancel Intermediate Result numbers
and titles. Use the Notes box at the bottom of the screen to indicate any changesin Intermediate
Results. When completed, click on the “ Creste Results Framework” button to view and/or print
acopy of the results framework.

4. SO Indicators Table

The SO Indicators table is required rather than optiond this year for each SO for which
operating units will be reporting results. The indicators in the table must be the indicators for
each SO that the Misson sdected in January 2003 againgt which performance must be
measured.

To use this section, first select the Strategic Objective from the drop-down menu provided at the
top of the screen.

Then choose a“Status’ for that Strategic Objective from the next drop-down menu. Menu
sectionsfor gatusare: “New in FY 2003,” “Continuing,” “Last Y ear of Expenditure,” * Closed
Out,” and “Program Support Objective.”

Use the “Indicator Name’ box to insert the indicator name only. Thisbox isnot to be used for
adescription of theindicator. Indicators can be either added or deleted to the table provided.
To edit an indicator name or indicator data, click on the cdll that needs to be changed. All
changes will automatically be saved by the Application.

New to the Indicators Table is the column labeled “Weight: enter 1t0 5.” This“weight” isto be
used to Sate the relative importance of your indicators according to their relevance the operating
unit places on them toward measuring the progress of the SO on ascale of one (1) to five (5),
with afive being the highest score and one being the lowest. Please see Annex V in the Annua
Report Guidance for detailed Guidance on what to consder when determining the contribution
of an indicator in measuring SO progress.

Basdline, actual and target data: Please remember that only numerica vaues can be entered
into these cdlls. Quadlitative indicators must be trandated to numerica codes. Alternatively,
samply enter in the “actud” column a1 if you met your target or a0 if you failed to meet it. If an
observation isNA or N/A, please leave the cdll blank.

Printing Indicator Tables:
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Use the button labeled “ Create SO Indicators’ to print an indicator table for the Strategic
Objective displayed on the screen. To view/print other indicator tables, select the desired
Strategic Objective from the drop-down menu, and then click on the “ Create SO Indicators’
button. All Indicator Tables for al SOswill be printed in the “ Annua Performance Document”
found on the “ Performance Narrative’ tab.

5. Performance M easures

As dated in Annex V111 of the AR Guidance, for this Annua Report, the requirement for
performance reporting has two aspects:

Sgnificant Results. Each unit is asked a yes/no question as to whether it has
achieved a‘sgnificant’ result this year related to a* State/lUSAID Performance
Goa.” A ‘ggnificant result’ is one that demondrates that USAID ismaking a
recognizable difference in the country where it isworking. Achievement of
intermediate results or Sirategic objectivesis the most common type of ‘ sSgnificant
result’. Operating units may characterize particularly important milestones achieved
as“dgnificant results” The purpose of this question isto provide AID/W with
examples of country level impact of USAID activities. It is essentid that thisimpact
be described, so spaceis provided in the performance table (the column labeled
“Description of the OU Response..”); operating units may aso wish to discuss them
in the Performance Narrative section.

Other Performance Measures. The shape of an operating unit’s portfolio should
drive the indicators on which it reports, not visaversa Thisyear, if an operating unit
portfolio addresses a State/lUSAID Performance Goal and does or can use one of the
indicators included in the list of Performance Measures to measure performance
againg the SO or intermediate results for that SO, the operating unit must report data
for that indicator. However, if the OU’ s portfolio does not address the particular
subject, or the indicator is not gppropriate for reporting progress againg the
Misson's SO, it isNOT required to report againgt it. When reporting on an
indicator, the column labeled “ Description of the OU Response...” should be used to
provide any necessary additiona information about the answer provided.

Given that we now have an approved joint State/ USAID Strategic Plan for Fiscal Y ears 2004-
2009, each unit is being asked whether it has achieved a Sgnificant result that contributesto a
joint Performance God. The Application now ligts al thejoint Strategic and Performance gods
(with the exception of Wegpons of Mass Destruction and American Citizens). While operating
units are reporting FY 2003 results, we recognize that many of the new joint Strategic and
Performance Gods arein fact consgstent with ongoing SOs. Again, we reiterate thet it is
imperdtive that operating units consult with the Embassy to ensure that the gppropriate link
between SO and joint Performance Goa's has been chosen in this section. We redlize that thisis
atrandtion year and that the mapping of ongoing SOs againgt the joint Strategic and
Performance Goaswill be chdlenging. (Note that this is a change from the Guidance which
earlier required alink to aUSAID Objective. See page 29 in the Guidance.)
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The indicators in this table are organized to correspond to the performance gods of the new joint
State/USAID Strategic Plan. New indicators have been added for each performance goa of the
new joint strategy. Using your mouse or down arrow key, highlight the question to be answered.
Some questions require that you select the gppropriate Strategic Objective before answering;
others do not. When highlighting the appropriate question at the top haf of the screen you will
natice that three columns with boxes for answering the selected question will appear &t the
bottom of the screen. Before answering the question under each Agency objective, “Did your
program achieve a significant result in the past year that islikely to contribute to this objective?!
you must select the specific Strategic Objective in order to answer the question. Once you have
selected an SO, you can go back and delete that SO and select another one if necessary.

To the extent possible, operating units should report only Fiscal Year 2003 data. If the data you
report isfor a calendar year or other period, this MUST be noted. For hedlth data obtained viaa
DHS or other comparable surveys, report only those data that were first available (either
preliminary or find) during FY 2003.

For more detailed Guidance on filling out the performance measures table, please see the full text
of Annex VIII of the Annua Report Guidance.

6. Annual Performance Narrative

To cregte afull Annua Performance report for your operating unit, select the last menu sdection
from the Performance Narrative tab, “ Annual Performance Document Selecting this button will
autométicaly generate the full Annua Performance Document in one Word document. The
Annud Performance Document conssts of the following sections: Cover Memo; Performance
and Budget; Results Framework; and SO Indicators.

Three pointsto remember:

1. If thereis no text in a section which is not required, no section heading will be printed for that
section, i.e., SO closeout report. HOWEVER, if there is no text in a section which is required,
the following message will appear, “xxx-010 is missing the REQUIRED SO Discussion.” In
this case SO Discusson is the missing required field; the message will dways indicate which
required section is missng.

2. If thereis no text in any required section for a Strategic Objective in the SO leve narrative
section, that Strategic Objective will not appear in the Annua Performance Document.

If thereis an Indicator for a Strategic Objective in the Indicators Table section, but no SO
discussion in the SO-leve narrative section, the message shown in no. 1. above will appear. Itis
being assumed that if indicators are being submitted for an SO, it is hecessary to dso include a
SO-leve narrative discussion for that SO.

3. In addition to the full performance narrative report, each section found in the Performance
Narrative section can be printed individualy from the screen for that section, such as Cover
Memo, Resource Request Narrative, etc.



Please Note:

Documents created reflect the current values that are saved in the Application. Any changes
made to these printed reports WILL NOT BE SAVED in the Application.” To save any changes
made to these reports, you must go back to the gppropriate section in the Application and make
the desired changes. If changes are made to these Microsoft Word documents, the changes can
be highlighted in the Word document, and cut and pasted into the appropriate text box or section
of the Application.
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Step Four: Document proofing and review
Preparing e ectronic and paper-copy drafts for review

The Application’s ability to compile and print the tables or narratives at any time makes it easy

to distribute hard copy or electronic versons for review purposes. It' s vita, though, to make sure
that the verson of the table or narrative in the Application is amended to reflect any changes
made in these stand-aone draft versons.

For example, you could produce a draft spreadsheet, saveit as an excd file outside of the
Application and give that file to a colleague for review. Y our colleague could make some
changesin that draft file or on a printed copy of that file. The draft fileis now out of sync with
the Application. Any edits made to the table would not be reflected in the Application until you
went back to the Application and keyed the changes from the draft file into the table.

For this reason, you need to be very careful in digtributing draft versons of the tables, and make
surethat the version in the Application isthe onethat reflects all changes and edits.
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Step Five: Transmission of completed Annual Report

The Application greaily smplifies the process of transmitting the Annua Report detato
Washington. The Application works under the assumption that Microsoft Outlook isyour
email client, and launches Microsoft Outlook in order to automate the transmission process.

How to transmit your Annual Report to Washington:

1

2)

3)

Click on the menu sdection at the top of the main screen labeded “Email,” then sdlect
“Send.” Selecting “ Send” will ask you if you have completed your primary emphasis
coding. If you say you are ready to submit, the program will launch Microsoft Outlook if

it isavailable from your Loca Area Network.

Onceyou arein the Microsoft Outlook email program, you need to create a new email,
andfill in the following:

To: please enter: ARAPP@dec.cdie.org.
Subject: please enter FY 2004 Annua Report Application -- [Y our Country Name]

Attach: You will have to manudly atach the following file from your AR2004
directory. The location and file name for that fileis AR2004/dl/Ar2004.mdb (Please
contact your system administrator if you do not know on which network drive this
directory resdes).

Click the send button. Once you have confirmed that the email is ready to be sent and hit

the o.k. button, the email message and attachment will be sent. Y ou will be returned to

the main menu of the Annua Report Application. The sender will receive amessage
confirming that your email message with attachment has been received by the

Development Experience Clearinghouse (DEC) once it has been successfully transmitted.
Please be sure that both the budget request portion AND the performance narrative
and CBJ portions of the Application are completely finished before sending the email
and attachment to the DEC.

If Microsoft Outlook is not the email program used by your operating unit, you must first
exit from the Annual Report Application and then open your particular email program before
following the steps as described above.
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Annex A: Primary and secondary emphasis codes, definitions and contacts

See the Excel spreadsheet file that accompanied the Annual Report Users Guide.

38



Annex B: Joint Dept. of State/USAID Strategic and Performance Goals

Strategic Goals

Performance Goals

Regional Stability

Close, strong, and effective U.S. tieswith dlies, friends,
partners, and regiond organizations.

Exiging and emergent regiona conflicts are contained or
resolved

Counterterrorism

Codition partners identify, deter, apprehend, and prosecute
terrorists

U.S. and foreign governments actively combat terrorist
financing

Coordinated international prevention and response to
terrorism, including bioterrorism

Stable political and economic conditions that prevent
terroriam from flourishing in fragile or falling Sates

Homeland Security

Denid of visasto foreign citizens who would abuse or
threaten the U.S,, while fadilitating entry of legitimate
gpplicants

Implemented internationa agreements stop the entry of
goods that could harm the U.S,, while ensuring the transfer
of bonafide materias

Protection of critica physica and cyber infrastructure
networks through agreements and enhanced cooperation

International Crime and Drugs

Internationd trafficking in drugs, persons, and other illicit
goods disrupted and crimina organizations dismantled

States cooperate internationdly to set and implement anti-
drug and anti-crime standards, share financid and political
burdens, and close off safe-havens through justice systems
and related indtitution building

Democracy and Human Rights

Measures adopted to develop transparent and accountable
democratic indtitutions, laws, and economic and politica
processes and practices.

Universd standards protect human rights, including the
rights of women and ethnic minorities, religious freedom,
worker rights, and the reduction of child labor.

Economic Prosperity and
Security

Ingtitutions, laws, and policies foster private sector-led
growth, macroeconomic stability, and poverty reduction.

Increased trade and investment achieved through market-
opening internationa agreements and further integration of
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developing countries into the trading system.

Secure and stable financial and energy markets.

Enhanced food security and agricultural development.

Social and Environmental | ssues

Improved globa hedlth, including child, maternd, and
reproductive health, and the reduction of abortion and
disease, especidly HIV/AIDS, maaria, and tuberculosis.

Partnerships, initiatives, and implemented international
tregties and agreements that protect the environment and
promote efficient energy use and resource management.

Broader access to quality education with emphasison
primary school completion.

Effective and humane international migration policies and
systems.

Humanitarian Response

Effective protection, assstance, and durable solutions for
refugees, interndly displaced persons, and conflict victims

Improved capacity of host countries and the international
community to reduce vulnerabilities to disasters and
anticipate and respond to humanitarian emergencies.

Public Diplomacy and Public
Affairs

Public diplomecy influences globd public opinion and
decisionrmaking consistent with U.S. nationd interests

International exchanges increase mutua understanding and
build trust between Americans and people and inditutions
around the world

Basic human vaues embraced by Americans are respected
and understood by globa publics and indtitutions

American understanding and support for U.S. foreign
policy, development programs, the Department of State,
and USAID

Management and
Organizational Excellence

A high performing, well-trained, and diverse workforce
aigned with Misson requirements

Modernized, secure, and high qudity information
technology management and infrasiructure that meet
critical business requirements

Personnd are safe from physical harm and nationd
security information is safe from compromise

Secure, safe, and functiond facilities serving domestic and
oversess staff

Integrated budgeting, planning, and performance
management; effective financid management; and
demondtrated financid accountability

Customer-oriented, innovaive ddivery of adminigretive
and information services, acquigitions, and assistance
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